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PERS GRINEL DIRECTCR MEMORATDUM NO, 36-53
SUBJECT: Administretdve Suppliss and Equirmemt

25X1A
1, Compered with other govarnment agemcies, CIA 35 spending an
excesgive amount of far administrative supplios and equipment.
CIA Notios Mo. outlincs s progran within the Agency to correct
this situation.

2, All offices have boon asked to cooperate with the Logisties
Office in an offart to promote economic utilisation of supplies and
equipment and reduce the cost of such items per person without handi-
capping in any way rroductive efforts. In the interest of this cuserva~
tion program, Agency officials heve roqusscted that the following points
b brought to your attentions -

a, Cost Consedousness® should be dovelopsd by all employses in
the utilization of supplies _and aquipment.

: b. Administrative supplice arve far your use in the performance
gmaﬂm‘)

¢, When drawing supplies, ask for only wbat you nsed and use
vhat you are issued. Do mot hogrd supnlies. :

d. A desk ard office check to rotwrn excess supplies and equip~
ment to supply channels will bo condusted in the mear futwre. All

8 are requested to cooparate fully with persomnel assigned
to this fumection.

: 3. BEBvary superviscar in the Forsommel Office 1s respomsible for secing

~ that a1l employees under his jurisdiction do not store an wmecaseary col-
loction of supplles. The Building Supply Officers will maintein an adsquate
stock level of common items to meot the narmal requirementa.

4o The Duilding Supply Officers will discontimie the mractice of
issuing items to any person roquesting thom. The now rwocedwrs will permit
only enthorized individusls to draw supplies. Division chiefe, thearefare,
should designate a ressonable mmbar of poopls for this purpose and notify
the Offiee of the Parsomnel Director,

25X1A%9a
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